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Applying for a Pawn Employee License 

After you have created your account: 

1. Log into your account  

2. Click on “Submit Application” and then click on “Acquire New License”  
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3. Complete the personal details as seen below and click next. 
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4. Click Add new record and enter your residential history dating back 5 years beginning with 

today and leaving no gaps. Include time periods unemployed, enrolled as a student etc. 

CLICK INSERT when you complete the entry. If you do not click INSERT, it will not save your 

entered data.  

 

DO NOT CLICK NEXT FROM THIS SCREEN.  

 

If you need to add more addresses to complete 5 years of data, click Add new record again. 

 



 

P
ag

e4
 

 
Completed entered data should display as it does below. Click next when all history has 

been entered.  
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5. Click Add new record to begin adding your employment history dating back 5 years 

beginning with today and leaving no gaps. 
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When complete, the employment history should be similar to the one below. Click next 

only when you are done entering all required history. 
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6. Answer the questionnaire in the following page truthfully. You must be familiar with the 

statutes and regulations pertaining to this license and answer YES to question number in 

order to be approved. If you answer yes to questions 2-9 you may be required to upload 

additional documents under each item. Click next to continue.
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7. Select who will be paying for the application. IF YOUR EMPLOYER WILL BE PAYING, THE 

APPLICATION WILL GO TO THEIR BUSINESS/CORPORATE ACCOUNT FOR PAYMENT. There 

will be no trace of your application in your dashboard until your employer pays for your 

application. This means that you will not see your application anywhere in your account 

until your employer pays for the application.  

 

 

 

The OCCC will not receive your application until your 

employer pays for it if selected Payment By Employer. 


